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MISSION STATEMENT 
Our Catholic School exists to provide an Education that is God-centred. It is based on the belief that everything of 
worth comes from God and builds on the faith already established by the family through Baptism. ‘Together we 
learn and grow through worship and celebration’.  
 
We encourage our children to develop their academic potential and individual talents and everyone in the school 
to show qualities of honesty, tolerance, forgiveness, caring and patience. All are made welcome and the worth of 
each is recognised, valued and celebrated.  

 
Introduction  
At St Edmund’s Catholic Primary School, we have consistently high expectations of behaviour for all – children, 
staff, parents and visitors.  We believe that the most important aspect in children feeling valued, safe and 
secure is the sense of connection and trust that they build with staff.  

 
We believe that expected behaviours should be established through praise and the use of consistent language 
and attitudes.   Above all, we are committed to “providing a safe environment in which everyone can learn and 
reach their full potential” (DfE July 2022). 

 
Parents are the first educators of their children and as a school we foster the same principles of love and 
understanding started in the home, continued in school and given to us through the teachings of Jesus Christ.  
As a Catholic school we believe in the uniqueness of every child and our policy seeks to support the dignity of 
all children and staff alike.   

 
Vision for children at St Edmund’s 
Our vision is to help children develop into confident communicators, empathetic contributors, curious 
independent learners and healthy well-rounded individuals.  

Our vision is that every child, by the time they leave our school should be a: 

• Confident Communicator: able to express themselves clearly, listen to others, and share their ideas with 
respect and understanding. 

• Empathetic Contributor: compassionate and responsible members of the school, parish and wider 
community, living out Gospel values through service and care. 

• Curious Independent Learner:  enthusiastic, resilient and creative thinkers with a love of learning that will 
last a lifetime. 

• Healthy Individual: equipped with the knowledge, skills and values to care for their physical, emotional, 
and spiritual wellbeing. 

 
Aim of the Behaviour Policy 
Our aim is to create an environment and maintain a culture in which everyone feels that they belong and 
that they are safe. We endeavour to ensure that our school environment allows everyone to thrive 
as individuals and learners. For this to happen, we seek to establish appropriate learning focused 
relationships, high expectations and clear routines and boundaries.  

 
We aim to: 

• Have an inclusive, relational and kind school. 

• Provide a safe, happy, friendly and respectful environment which encourages each individual to 
achieve their potential through a desire for excellence  

• Enable staff to support children by giving them strategies to manage their feelings and 
behaviour. 

• Maintain a calm and purposeful working atmosphere. 

• Ensure that all children and adults have a sense of belonging, feel safe, secure and valued 

• Provide a clear, fair and consistent approach to behaviour. 
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• Foster, nurture and value strong and healthy relationships. 

• Ensure that our children are motivated to do the right thing  
 
Purpose of this policy 

       This policy should provide simple, practical procedures for staff and learners to: 

• Recognise behaviour expectations and norms 

• Positively reinforce expected behaviours and encourage good choices 

• Promote self-esteem and self-discipline  

• Teach appropriate behaviour through positive interventions, building a community of shared values 
(including kindness and empathy) 
 

      Expectations of Adults 
      We expect every adult in our school community to: 

• Meet and greet each child in their care 

• Use the consistent language of ‘ready, respectful, safe’ 

• Be role models of ‘ready, respectful, safe’ 

• Establish clear routines 

• Model positive behaviours and build positive relationships 

• Ensure children have opportunity to identify what zone they are in 

• Check in with children regularly and as necessary – dependent on zone they are in 

• Plan lessons that engage, challenge and meet the needs of all learners. 

• Make sure lessons are ready to be taught for the classes 

• Be calm when using stepped boundaries 

• Follow up every time, retain ownership and engage in reflective dialogue with children 

• Never ignore or walk past children who are not demonstrating ready, respectful or safe behaviour (stop, 
notice, remind, move on) 

• Persevere and build positive relationships to help understand each child’s context. 
 

Behaviour is managed well where adults know their classes and develop positive relationships with all pupils. 
 
Expectation of Phase Leaders 

Phase leaders (and SENCo’s) are not expected to deal with behaviour referrals in isolation. If called upon 
they are there to stand alongside colleagues to support, guide, model and show a unified consistency to 
the pupils. 

• A visible presence around school  

• Support behaviour development through half-termly phase meetings to ensure consistency of the 
policy 

 

      Expectation of SEND/Inclusion Team 

• To use behaviour CPom data to target and assess interventions  
• To provide support and advice to adults. 

• To support teachers in managing pupils with more complex or challenging behaviour so that needs are 
being met. 

• To make referrals as appropriate 

 
      Reasonable adjustments may be made for pupils with SEND, including adapted strategies, additional support  
      or personalized approaches to behaviour. 
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   The Head teacher and the Senior Leadership Team 

• Meet and greet learners at the beginning of the day 

• Will be a visible presence around the school 

• Celebrate pupils whose effort goes over and above expectations 

• Providing new staff with a clear induction to the school’s behaviour culture/policy to ensure they 
understand its rules and routines 

• Ensure staff training needs are identified and met in liaison with SLT 

• To support the SEND/Inclusion Team and Phase Leads in managing learners with more complex 
behaviours 

• Use behaviour data to target and assess the effectiveness of the behaviour policy and practice 

• Support behaviour development through half-termly (or more regularly if needed) support staff  

meetings to ensure consistency of the policy 

      Staff will be supported by seniot leaders in managing behaviour, including guidance, training and opportunities  

      to debrief following significant incidents. 

 

     The Governing Body is responsible for 

• Reviewing and approving the Behaviour Policy 
• Monitoring the policy’s effectiveness 
• Holding the headteacher to account for its implementation 

 
Consistency in practice  

• Consistent language; use of ‘ready, respectful, safe’ 

• Consistent follow up: ensuring ‘certainty’ at the classroom, phase and senior management 
level. This means staff taking responsibility for behaviour interventions, seeking support where 
appropriate but never delegating.  

• Consistent positive reinforcement 

• Consistent consequences: defined, agreed and applied at the classroom level as well as 
established structures for more serious behaviours – see behaviour steps 

• Consistent rules and visual cues to reference expected behaviour  

• Consistent respect from the adults  

• Consistent models of emotional control 

• Consistently reinforced routines for behaviour by all staff  

• Consistent environment  
 
Examples of ready, respectful and safe  
 

Ready Respectful Safe 
Being in on time 
Being ready to learn 
Dressed in the correct uniform 
Trying their best in all subjects 
Asking and answering questions 
in lessons 
Whole body listening 
 

Being kind to each other (trying when 
things are hard, giving things a second go, 
offering help to others, listening when 
someone is speaking, not using labels / words 
or jokes that hurt or upset others) 
Speaking calmly to others  
Showing a positive attitude 
Looking after all equipment 
Using equipment for the job it is intended for  
Being quiet when someone is speaking  
Listening to others 
Keeping a tidy classroom  
Keeping tidy corridors  
Respecting the playground 

Being calm in the corridors  
Being calm in the classroom your 
behaviour does not disrupt the learning 
of others or stop/prevent the teacher 
from teaching, 
Playing safely on the playground, playing 
games that do not result in upset or 
injury to others - not reacting physically 
when upset and cross on the playground 
- hands and feet are not used to hurt 
other people. 
Taking care of each other 
Seeking help and support when it is 
needed 

   Keeping hands and feet to self 
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Recognition for effort   

      Acknowledgements for positive behaviour include: 
• Verbal praise – telling the child/ren what they are doing well 
• Children in EYFS will be introduced to whole school strategies when ready 
• House points – displaying ready, respectful, safe behaviours, effort in class and books. House point 

tokens given and deposited in house display box. Counted every half term and house reward every 
half term.  

Autumn – Own clothes for the day,  
Spring – No homework for a week,  
Summer – Extra 10 minutes of play 

• Golden tickets – ticket given by staff for exceptional behaviours or work – 1 x KS1 and 1 x KS2 winner 
picked out in assembly. Winners pick a reward from an approved list after a discussion with a 
member of SLT.             

 
Unexpected or unsafe behaviour 
A common and consistent use of language around behaviour is essential in creating clear boundaries 
for learning how to behave. When behaviour is displayed that falls below our expectations, we will 
follow a stepped process. Parents will be informed on the same day of any behaviours incidents deemed to be 
significant. 
 
All staff retain ownership for these processes and SLT may be called to offer support, but not to 
complete the process for staff. 

 
Step 1: Reminder A reminder of the 3 simple rules: ready, respectful, safe 
 
Step 2: Caution A clear caution, making the pupil aware of their behaviour and clear communication of the 
consequences if they continue. “I am expecting kind hands at all times. When children don’t use 
kind hands, they need to sit separately so that everyone is safe.” 

 

 
Step 3: Chance A final opportunity to engage. A 30 second scripted conversation should be used at this 
point (see appendix A). 
 
Step 4: Reflection time A few minutes for the child to calm down, breathe and compose themselves. This 
may be in a different space. “I can see that you are still finding this hard. Would it help you to 
have some time in your safe space/away from the classroom?” 
 

Step 5: Repair A restorative conversation (when the child is calm); this may be informal or a more 
formal discussion, depending on the needs of the child (see appendix B) and the context of 
unexpected behaviour.  
We do not expect children to say sorry in the moment but encourage them to consider how they 
could ‘repair’ the situation. Children may need to spend some time completing the missed work or  

Phrases to use 

I noticed that … I wonder if … Thank you for … 

I understand … (that you are angry/upset) 

I need you to … (come with me so that we can resolve this properly) I hear you … 

(it’s not easy but I know that you can do that brilliantly) 

Next time, try … 
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thinking about how they could behave next time.  
This should be dependent on the age of the child.  We should never take away a child’s whole break 
or lunch time. They need time to release their energies outside of the classroom.  
 

“Adults who manage the behaviour of angry children brilliantly understand that the first 
principle is to manage their own response so that it is predictable, consistent and 

empathetic” (Dix, 2017) 
 
 
Behaviour Steps   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Restorative Approach  
Our approach to behaviour management is restorative and relationship focused.  At St Edmund’s, 
we believe that nurturing and restorative practices are key to building positive relationships. 
Restorative conversations aim to help children understand how their behaviour affects others, 
teach children what safe behaviour looks like, and to give them the tools they can use to avoid a 
similar incident happening in the future. 
 
Restorative approaches are based on four key features: 

 

• RESPECT – for everyone by listening to other opinions and learning to value them 

• RESPONSIBILITY – taking responsibility for your own actions 

• REPAIR – developing the skills within our school community so that its individual members have the 
necessary skills to identify solutions that repair harm and ensure behaviours are not repeated 

• RE-INTEGRATION – working through a structured, supportive process that aims to solve the problem 
and allows young people to remain in mainstream education 

 
We recognise that ‘all behaviour is communication’, and ask ourselves what is this behaviour trying 
to communicate? We realise that this can be different for all children and may look different in 
some individual cases. 

If you continue to show poor 
behaviour choices, you will 
be told it is your last chance. 

You may be given a 
short time out in 
another class or space. 
5 minutes (timer) 

When you return, your 
teacher will have a 
conversation with you 
about your choices. 

Your teacher will remind 
you of the expectations at 
St Edmund’s. 

If you continue to show 
poor behaviour choices, 
your teacher will give 
you a caution.  
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Being ‘fair’ is not about everyone getting the same (equality)  
but about everyone getting what they need (equity). 

 
Consequences  
Our behaviour management approach is based upon building strong relationships between adults 
and children. The use of positive reinforcement strategies will always be our default approach.  
If a child is not responding to these strategies, there needs to be clear, consistent consequences 
chosen by the adult dealing with a specific incident.   
 
Where a child’s behaviour remains unsafe, class teacher should organise a team meeting with 
appropriate members of SLT to develop an appropriate safety plan to support ‘next steps’ for the 
child.   
 
We would also consult parents/carers to assess home behaviours verses school behaviours to work 
out patterns and support strategies. 
 
• Reflection Time – a reflective time is where the child or children and the class teacher privately 
discuss their actions and how it has impacted others.  The purpose of this is to enable the adult to 
remind the child of our school values and to encourage positive behaviour in future.   
 
• Pay Back time – is an appropriate action linked to an incident which has not been shown by the pupil. 
For example, if a child has not completed class work due to failure to respond to positive strategies, 
work may be sent home or the child may be invited to finish it during their unstructured time. 
Another example would be if there has been vandalism in the playground, we may ask the child or 
children involved to help repair the damage. 

 
Behaviours that are of a high level (Appendix - may result in suspension and therefore any incidences of this 
nature must be logged on CPoms on the same day and reported to parents.  This could be verbally, phone 
call, email or communication book or school journal. 

 
Removal from the classroom  
Removal from the classroom is a serious sanction and will only be used when all other behaviour strategies 
have been attempted, unless the behaviour is so extreme as to warrant immediate removal. We use 
removal for the following reasons: 

 
• To maintain safety for all pupils following an unreasonably high level of disruption 
• To allow the pupil to regain calm in a safe space 
• To enable the pupil to be taken to a place where their learning can be continued in a managed 

environment. 
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When a child has been removed from class, they will be guided to a safe space. Work will be planned for 
and provided by the class teacher to ensure that the child continues to learn. CPoms will be filled in and 
the parents notified. 

 
Where removed children do not calm down, are unable to continue their work and continue to exhibit serious 
and unsafe behaviours, the school may phone parents to support. Any decision for a child to be collected 
during the school day will be made by a member of the SLT and will not be used as an alternative to formal 
suspension. 

 

Suspension (fixed term exclusion)  

In order for children to achieve their maximum academic potential in the school they must feel safe from 
physical and verbal aggression and disruption. If a child seriously breaches the school’s behaviour policy in 
the following ways  

 

• Physical assault against a pupil including spitting 

• Physical assault against an adult including spitting 

• Verbal abuse or threatening behaviour against a pupil  

• Verbal abuse or threatening behaviour against an adult  

• Use, or threat of use, of an offensive weapon   

• Bullying  

• Racist abuse  

• Abuse against sexual orientation or gender reassignment  

• Abuse relating to disability 

 

and if the pupil remaining in school would seriously harm the education or welfare of the pupil or others 
in the school, the Headteacher may take the decision to suspend/exclude for a fixed period.  

If this decision is taken, work will be set for the pupil to complete at home within an agreed timeframe. 
 

Following the suspension, the pupil and parents will meet with the Headteacher, Deputy Head, SENCo (if 
appropriate) and /or Class Teacher to discuss the pupil’s reintegration to school and the best way forward to 
support the child. This will take place within 5 working days. Each day is a new day.  All suspensions are 
reported to the LA and Chairs of Governors.  Suspensions are reported to SEN team at the child's local 
authority where a child has an EHCP. 

 

Permanent exclusions 

Permanent exclusion is seen as a very last resort after all reasonable steps to avoid exclusion have been put 
into place. Permanent exclusion should only occur when risk assessment indicates that to allow the pupil to 
remain in school would be seriously detrimental to the education or welfare of the pupil concerned or to other 
pupils at the school 

The Use of Reasonable Force (in line with DfE advice July 2013 Use of Reasonable Force, updated April 2026) 

The school has a duty of care to both pupils and staff. Staff have a duty of care to protect pupils and to take 
action to prevent the cause of harm. Reasonable Force is only used when it is completely necessary in order to 
keep people safe and should be reasonable, proportionate and appropriate.  

When using reasonable force, the school has a legal duty to make reasonable adjustments for children with 
disabilities and children with SEN. School does not need parental or carer’s consent. 

 

 

 



9 
 

 

 

 

Circumstances in which reasonable force would be used: 
All members of school staff have a legal power to use reasonable force in certain circumstances. Reasonable force 
covers a broad range of actions – involves a degree of physical contact to control or restrain children.  Reasonable 
means ‘using no more force than is needed’ 
 
It may be used to prevent or stop a pupil from:  
• causing injury to themselves or others  
• committing a criminal offence  
• damaging property  
• causing disorder among pupils at the school, whether during a teaching session or otherwise 

What will happen when reasonable force is use 

School will record on CPoms what has happened including who witnessed it. 
School will ensure that staff have used force reasonably, proportionately and appropriately.  
School will ensure that parents/carers are informed. 

 

When considering using reasonable force, staff should, in considering the risks, carefully recognise any specific 
vulnerabilities of the pupil, including SEND, mental health needs or medical conditions.  
 
Where there is an identified risk, such as increased likelihood in the need to use reasonable force and/or other 
restrictive interventions, schools must have risk assessments in place and where possible, mitigate risks such as 
through training and prevention strategies. 
 
Recording incidents  
All incidences of unacceptable behaviour should be recorded on CPoms – timeframe and ‘advice’ on how to write 
the CPoms report are contained in Appendix 4 
 

Role of parents and carers 
Parents and carers, should: 

• Get to know the school’s behaviour policy and reinforce it at home where appropriate  

• Support their child in adhering to the school’s behaviour policy 

• Inform the school of any changes in circumstances that may affect their child’s behaviour 

• Discuss any behavioural concerns with the class teacher promptly 

• Take part in any pastoral work following misbehaviour (for example, attending reviews of specific 
behaviour interventions) 

• Raise any concerns about the management of behaviour with the school directly, while continuing to 
work in partnership with the school 

• Take part in the life of the school and its culture 
 

The school will endeavour to build a positive relationship with parents and carers by keeping them informed 
about developments in their child's behaviour and the school’s policy, and working in collaboration with them to 
tackle behavioural issues. 

 
Impact  
We expect the impact of this policy to be evident in the relationships between adults and children. As 
a result of building positive relationships, our school should be a calm, safe environment with a culture 
of good behaviour. 
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  Appendix 1 - Example script for Warning and Last Chance (30 second intervention)  

 

“I noticed you are…” (having trouble getting started/struggling to focus/talking and disrupting others)  

“It was our rule of ready/respectful/safe that you have broken by …” “You have chosen to … (connect to 

consequence) 

“Do you remember earlier/yesterday/last week when … (recall of positive behaviour) that is who/what  I 

need to see  today.” 

 “It was the expectation of… (staying on task) that you did not meet.” 

“You have chosen to…” (get up out of your seat/not complete your work/talk to others) 

 “Thank you for listening.” Get up and go and don’t give them a chance to reply! 

 

Assertive Sentence Stems 

“I need you to … (behaviour expectation)” 

“In 5 minutes, when I return, I will see… (Following agreed routine)  

“I know you will … (expectation of positive behaviour)” 

“Thank you for … (Following instruction)” 

 “I’ve noticed…. (Following instruction)” 

 

Scripts for dealing with difficult situations  

“I  hear what you are saying, but you know our expectation….”  

“I understand, but you know what the expectation at St Edmund’s 

is…”  

“Yes, there may be some truth in that yet..” 

“Be that as it may…” 

    Yes, sometimes it may appear unfair, however….
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Appendix 2 – Scripts for Restorative Conversations 
 

Restorative conversations should take place once a child is calm, has time to reflect on their behaviour 
and received an appropriate and proportionate consequence. They should take place with the person 
who has instigated the consequence who will listen carefully, dispassionately and without judgement. 

 
The format of the discussion should be based on these questions: 

 

1. “What happened?” - The adult will listen to the child give their version of the event. The adult will then 

discuss the incident from their perspective. It may be appropriate to use a comic strip conversation 

approach and further advice from the school-linked SALT can be sought in these instances. 

 

2. “What were you thinking at the time?” – The child will discuss their emotions during the event. The adult 

may support this conversation if the child does not have the emotional literacy to do so. 

 

3. “What are you thinking now?” 

 

4. “What do you need to do to put things right?” – This is an opportunity for the child to apologise for 

their actions and suggest other actions they need to take, e.g. tidy up a mess they made. 

 

5. “What can we do differently next time?” – The adult will support the child to think of strategies they can use 

to prevent similar events in the future. 
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Appendix 3 
Use Behaviour Cycle for Low-level behaviours  
 

Examples of Low-level behaviour Reminder, Caution, Last Chance 

Calling out without raising hand 
 

Not listening to instructions move closer to teacher 

Running in corridors walk back and try again 

Talking during quiet work time move seat if continues 

Minor unkind comment Immediate apology; discussion about impact 

 
 

Once behaviour cycle has been followed and medium-level behaviours 
continues, the following consequences may be put in place 
 

Examples of Behaviour Consequence 

Repeatedly disrupting lesson  
 
 

1. Notify parents - either verbally, through language 
letter, behaviour letter - must be on day of poor 
behaviour 

2. Time out of class – parallel class to continue work 
or time in another class for the remainder of 
lesson. Work set must be complete 

3. Come back to class with restorative conversation 
– letting child know parents have been notified  

Refusing to follow instructions 

Pushing another pupil 

Name-calling or teasing 

Throwing objects (not at people) 

Leaving classroom without permission 

Damaging school property (minor) 

Inappropriate language (mild) 
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Serious behaviours and consequences 

Behaviour Consequence 

Hitting, kicking or physically hurting others, 
spitting 

 
 
 
 
Immediate removal; parents contacted, 
meeting with parents; internal exclusion, 
(space to be agreed with SLT at the time), 
behaviour contract; possible external 
exclusion  

Deliberate damage to property 

Bullying (physical, verbal or online) 

Serious inappropriate language/swearing at 
staff 

Persistent refusal to follow instructions 

Leaving school premises without permission 

Bringing prohibited items to school 

Racist, homophobic or discriminatory 
behaviour 
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Appendix 4 CPoms Entries 
 
What to Include in Your CPoms Entry when recording a physical restraint incident,  
Essential Details 

1. Date, time and location of the incident 
2. Names of all staff involved in the restraint 
3. Names of any witnesses (staff or pupils) 
4. The child's details (name, class, age) 

The Incident Context 
5. What happened before the restraint - describe the behaviour or situation that led to the 

restraint being necessary 
6. Why restraint was necessary - explain what risk you were trying to prevent (e.g., risk of 

injury to the child, other pupils, or staff; serious damage to property) 
7. What de-escalation strategies were attempted first - detail what you tried before using 

physical intervention 
The Restraint Itself 

8. Type of restraint used - describe the specific technique/hold used (this should align with 
your school's approved techniques) 

9. Duration of the restraint - how long it lasted 
10. How the restraint ended - what led to the restraint being released 

After the Incident 
11. The child's response during and after the restraint 
12. Any injuries to the child or staff (even minor marks or complaints of discomfort) 
13. Action taken following the incident - including any first aid, medical attention, or emotional 

support provided 
14. Who was informed - parents/carers, senior leaders, etc. 
15. Any follow-up actions planned - such as reviewing the child's behaviour plan or risk 

assessment 
 

Important Safeguarding Considerations 
All concerns should be recorded in writing, with details of the concern, the context in which the 
concern arose, and action taken. Keeping Children Safe in Education 
Key points to remember: 

• Record factually - stick to observable facts rather than opinions or assumptions 
• Use the child's words where relevant (in quotation marks) 
• Be objective - avoid judgmental language 
• Record promptly - complete the entry as soon as possible while details are fresh 
• Keep it confidential - CPoms entries must be kept securely and comply with data protection 

requirements 
 

Next Steps After Recording 
1. Inform parents/carers - they should be told about the incident on the same day (usually by 

phone, followed up in writing if appropriate) 
2. Complete any required incident forms - check if your school has a separate physical 

intervention recording form 
3. Review the child's individual risk assessment and behaviour plan - consider whether 

changes are needed 
4. Debrief with staff involved - ensure staff wellbeing is considered 
5. Report to your headteacher/DSL - they need to be aware of all restraint incidents 
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What to Include in a general behaviour entry 
Essential Information 

1. Date and time of the incident 
2. Location (e.g., classroom, playground, corridor, dining hall) 
3. Child's name, class and year group 
4. Staff member recording the incident 
5. Any witnesses (staff or pupils) 

The Incident Details 
6. What happened - describe the behaviour factually and objectively 

o Use specific, observable facts rather than interpretations 
o Example: "Child threw a pencil case across the classroom" rather than "Child was 

angry" 
7. Context - what was happening before/during the incident 

o What lesson or activity was taking place 
o Any triggers or antecedents you noticed 
o Example: "During independent maths work, after being asked to complete the task" 

8. The child's words - record what they said (in quotation marks where relevant) 
o This is particularly important if they've made concerning statements 

9. Impact - who or what was affected 
o Other pupils' learning disrupted 
o Staff member's ability to teach 
o Any damage to property 
o Any injuries (however minor) 

Your Response 
10. Action taken - what you did to address the behaviour 

o Verbal warning given 
o Moved to a different seat 
o Time out provided 
o Sent to another classroom/senior leader 
o Sanction applied (according to your behaviour policy) 

11. The child's response to your intervention 
o Did they comply? 
o How did they react? 
o Did the behaviour stop or continue? 

Follow-up 
12. Who was informed - parents, senior leaders, SENCO, etc. 
13. Any follow-up actions needed - restorative conversation, behaviour plan review, parent 

meeting, etc. 

 
Key Principles for Recording 
All staff must consistently apply your behaviour policy  so your CPoms entries should: 

• Be factual and objective - avoid judgmental language or assumptions about why the child 
behaved that way 

• Be timely - record as soon as possible while details are fresh 
• Be consistent - use the same approach as your colleagues 
• Align with your behaviour policy - reference the relevant sanctions or interventions from 

your school's policy 
 

Examples of Good vs Poor Recording 
Poor: "X was naughty again today and wouldn't listen" 
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Good: "During literacy lesson at 10:15am, X called out answers 5 times without raising hand despite 
3 verbal reminders. When asked to work silently, X continued talking to peers. Moved to table at 
front of class. X complied and completed work without further incident." 
Poor: "Y had a tantrum because she's always difficult" 
Good: "At 1:30pm in the playground, Y refused to line up when whistle blown. When reminded by 
MDS, Y shouted 'I'm not going in' and sat on the ground. After 2 minutes of calm encouragement, Y 
agreed to come inside. Y appeared upset - when asked if everything was okay, said 'I don't want to 
do PE'. Spoke to class teacher who will follow up." 
 
When to Record in CPoms 
You should record behaviour incidents when: 

• It's a repeated behaviour - helps identify patterns 
• It's a significant one-off incident - serious disruption, aggression, defiance 
• It involves potential safeguarding concerns - such as concerning language, references to 

home life, self-harm 
• Sanctions are applied - particularly if parents need to be informed 
• It helps track a child's behaviour plan - to monitor progress or triggers 

 
Policy rules and expectations must be clear and fair and it's important to consider pupils' personal 
circumstances when choosing sanctions or rewards, and think about the perceived fairness of your 
decisions. For example, making reasonable adjustments to a sanction/reward for a pupil who has a 
disability  
 
Building Patterns and Using the Data 
Regular CPoms entries help you: 

• Identify patterns - times of day, subjects, triggers, or escalation 
• Track progress - see if interventions are working 
• Inform conversations with parents, SENCO, or external agencies 
• Support behaviour plans - provide evidence for what's working or not 
• Ensure consistency - all staff can see the full picture 

 
Tips for Efficient Recording 

1. Use CPoms categories/tags - most systems allow you to tag entries (e.g., "low-level 
disruption", "physical aggression", "defiance") 

2. Link to relevant pupils - if multiple children involved 
3. Attach evidence if relevant - photos of work, damage, etc. 
4. Keep it concise but complete - you need enough detail but don't write an essay 
5. Use your school's agreed language - if your behaviour policy uses specific terms, use those 

eg ready, respectful, safe 
 
Remember 

• CPoms entries must be confidential and secure - they contain sensitive information about 
children 

• Data protection applies - only record what's necessary and relevant 
• Parents may request to see entries - ensure everything you write is professional and factual 
• Don't delay recording - the longer you wait, the less accurate your recall 

 
 
 


